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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

R ~ O R D S ~ A N A G E M E N ~  DivisloN I 
I 

-1^̂ I--.pa_t.*-=-,: ~ -_ ,~-.- .ix ---$>w=m..*--s~.., :-&%A -.-__ 

INSTRUCTIONS: See Publicatiori No. 76-RM-! for instructions on completing this form. Forward signed oiiginal to 
I Department of Archives and History, Records Management Division, 330 Capitol Atlanta, Georgia, 30334. 

I. Agency Address 
Georgia Ports Authority 
Trade Development - ?larketing Services 
Post Office Box 2406 
Savannah, Georgia 31402 
- - ~. ~ ~~ - .. ~~~~ .~~ ~ . . ~~~ ~ ~~ 

~~ 

I 

Attention: Scheduling Section. 

-. FOR RECORDS MANAGEMENT _-__l__l USE 
Application Number 

E33- 803 ~~_.~_i__ 

Date Completed 

-- . . . -- . , .. ~ 

' 4pDllc2tlOn Date 

~ ~ __ ~1~ - ~~~ ~~~ ~~ . 
.!j 13. Action Requested 

.- c. . ~. - Amend . ApplicationNo. -,,,,,,,~Cha& . O n e 2 2  Change; .. O~Supe~ede:. .O Void 

a- 3 Estamisn Retention Schedule, record will continue to accumulate. 
b. 0 Dispose of present accumulation: no further accumirlation anticipated. 

~- ~- ~ L -  

March 2 3 ,  1983 
. . .~. ~- 

~~ 

' Ppplicdt?on Number 
I 

Foreign Trade Magazines and Wewsletters I Latest 
I Current 

- ..-- ~ , I  ~ . ~~~ _ _ _ _  . ~~ 

Pivi&n and Offica Fundon What i s  the function of the Division and the Office in which this record series is created? 

I 
} The Marketing Services Department of the Trade Development Division is involved with 

trade research, development and sales functions of the Authority including marketing 
analyses. Assists the Director of Trade Development in the development and coordination 
of sales plans from marketing analyses and leads submitted by the sales force. 

i 

1 

~ ___ ~ ~ ~ ~. ~ ~ - ~____ 
~~ 

7. Record Series Desaiption This-file contains the following documents (include form numbers and titles, if any): I c Attach samples of the file. 
Documents relating to: Foreign Trade and Trade Development 

Included are: Iilte'rnational business and frade ,development,,.pub.lie~tions... : ~. .~ .-: '." ' -  . - -  .. 
I 

File is arranged: By trade area which the publications refers and chronologically by month 
within trade area. 

-~ II_.~-_" __...____ - ~ -- ..-.I- 

8.Monthly Reference Rate 

One to SIX months old 
twenty-five months and older 

How often are records referred to which are: 
1 to 2 1 to 2 .  1 t o 2 .  Seven to twelve months old ____, Thirteen to twenty-four months old --, 

0 - 7  
I---_ -- 

One of Records 
Lyal-size drawers -I_ -.--; Shelves __-___; Other (specify) __--"-- __ _-_ 

F -  
-w----.,-- -- -- ~~~ - ~~ ~ _rr ._l.=_l-_l__ 

(OVerl 
&i - -~ 



a. When one or two documents in t i e  file make it necessary to keep the entire f i le for a long period, could these 
scheduled. seParatelv?L - -. . 

. _c- 
.Is thainfdrmationcontained in this s e r i e s _ ~ v ~ r _ ~ u ~ l i r b e d ? - . . l ~ u e s , a n a c h ~ o a Y . . _ _ ~ ~ ~ - _ ~ _  ~ . _ - I ~ _ - _ ~ ~ _ _ _ _ _ ~  

g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. 1s there a duplication-of t h i s  series in your office, or in another office or agency? 
__~~.__ii___ __... 

~ -~ ~ -~---__-- .--~If..ves, attachcoDV. ~. . .~~ -~ ~ . . ~  _---~ ~ = ~ -  

-~ - If v e 5 - & e r e l - ~ .  - ~ .  __ . ~ . ~---~ ~ ~~~~~ ..___~.--~.-.~~.~_I____I 

maio~ortionofirlreaularlv microfilmed? _I___-;_c~ 1 
.. -~ . . . _ i _ _ _ ~ .  ~ . . - ~ -  ~ ~ -1i-X 1-1. ~ Does the record~series result in a comouter orintout? 

~ , =  

The foltowing requires the series to be kept: 4 11. Retention Recjuiremants 

a. State Law ~ ~. - ~~ -years. d. Audit period --.__-._~-years. - .- ~ ~~~ --years. e. Administrative need. 2 - ~  years. b. Statute of limitatign 
c Federal law ~~ ~ ~~ .years. f. Federal retention instructions ~ ~ ~~--years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

~- ~~ 

~ 

. .  . .  

Concentrate sales and marketing efforts in areas offering additional development, 

2 
I 

. .  - ~~ ~~~ - . . .  ~ ~~~~. ~ 

12. Anorwed Disposition lnstruaions This agency recommends that the f i le series be cut otf 81: tht end of each: 

0 Calendar Year; l l  Fiscal year; 0 Other ____ _ _ _ _ _  

Hold in the current files area ~ - -month(s) I 1 __ year(s); then 
gk Transfer to local holding area, hold - 1 
0 Transfer to State Records Center; hold _. ___ .year(s); then 
gk Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s); then 

These instructions apply to a l l  prior and future accumulations of the series. 


